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1. Purpose. This instruction provides Naval Education and
Trai ni ng Command ( NAVEDTRACOM policy and gui dance for conducting
OCCSTDS and TTAs.

2. Cancel | ati on. CNETI NST 1550. 21A

3. Revision. Since this is a major revision, marginal notations
are not annotated. This instruction should be read inits
entirety.

4. Definitions

a. Course Training Task List (CITL). A CTTL is a list of
tasks selected for training in a formal environment.

b. Job Analysis. Job analysis is a nethod for obtaining
facts about a job. It requires worker observations, conversa-
tions with those who know t he job, questionnaires conpleted by
j ob i ncunbents, and/or study of docunents describing job perform
ance.

c. Job Task Inventory (JTlI). A JTlI is a list of tasks
resulting froma job anal ysis.

d. Subject Matter Experts (SMES). This is a group of
know edgeabl e i ndi vi dual s who record, organi ze, and pass judgnent
on data and other matters related to their specific field or area
of experti se.

e. Navy Cccupational Task Anal ysis Program (NOTAP). The
NOTAP is a nethod for collecting real-tinme information describing
the work Navy ratings are doing. NOTAP data forns the basis for
rati ng occupational standards. The programis designed to
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gat her, assenble, conputerize, and anal yze occupational data,
prepare and publish analysis reports on data collected, and
provi de appropriate printouts and special studies for use by
manpower personnel and traini ng managers.

f. Navy Training Requirenments Review (NTRR). A NTRR is the
war f ar e/ resource sponsors' process for review ng various aspects
of a training program \Warfare/resource sponsors use the NTRR to
identify, consolidate, and resolve training and training-related
deficiencies. They also use the NTRR to refine training objec-
tives, identify where training should take place, and allocate
resources required to conplete the training.

g. Cccupational Standards (OCCSTDS). OCCSTDS are statenents
that describe the mninmumskills required of a Navy enlisted
rating as established by the rating's primary (resource/ warfare)
sponsor. Various Navy activities use OCCSTDS to nake deci sions
that affect manning, distribution, training, and advancenent of
personnel .

h. QGccupational Standards Trai ning Task Anal ysis (OCCSTDS
TTA). The Navy perfornms an OCCSTD TTA to determ ne where to
train a given set of OCCSTDS (e.g., "A" school, or el sewhere).
The OCCSTD TTA al so defines the | evel of formal know edge or
skill training required.

(1) To determ ne where to train a given set of OCCSTDS

and the | evel of formal know edge or skill training required, a
panel of SMEs considers the follow ng factors:

(a) percentage of nenbers performng

(b) percent of time spent performng

(c) consequences of inadequate perfornance

(d) task delay tol erance

(e) frequency of performance

(f) task learning difficulty

(g) probability of deficient performance

(h) training priority

(1) training setting

]) where the task is currently taught (e.g., "A"
school, or el sewhere)
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(k) fleet inputs/concerns

(2) The OCCSTDS TTA process produces a dat abase of
prioritized tasks that formthe basis of an "A" school CTTL.

(3) The OCCSTDS TTA al so serves as a baseline for rating
advancenent materi al s.

i. On Board Training (OBT). A Navy command conducts OBT for
its personnel to help themto develop and refine their individual
operator and mai ntenance skills. Conmmands al so find OBT useful
for individual and team watchstation qualification. Training may
be formal or informal.

j. Task Inventory Booklet (TIB). The TIBis a list of
rating specific task statenments that describe the work that per-
sonnel do in a given rating. The TIB also lists the equi pnent
associated wth the rating. The TIB fornms part of the NOTAP
process.

k. Task Statenment. The task statenent describes a work task
in highly specific terms. The follow ng el ements characterize a
task statenent:

(1) The task statenent contains an action verb and noun.

(2) It has definite beginning and endi ng points.

(3) Atask statenent is nmeasurable and observabl e.

(4) A task is perforned i ndependent of other actions.

(5) Performng a task usually results in a product.
5. Background. OCCSTDS express the Chief of Naval Operations'
(CNO mninmumrequirenents for rating performance. The CNO
requires a variety of thoughtfully designed training prograns to

enabl e personnel to nmeet the requirenents of the rating. Train-
i ng prograns include:

a. Classroomtraining (i.e., "A", "C', and "F" school s)
b. Rate Training Manual s ( TRAMANS)

c. Nonresident Training Courses (NRTCs)

d. Personnel Advancenent Requirenents (PARS)

e. OBT (On Board Training)
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The OCCSTDS TTA is the foundation of a central database that
hel ps synchroni zation of these different training prograns.

6. Di scussi on

a. Reference (a) tasks Navy Manpower Anal ysis Center
(NAVMAC) with conducting NOTAP surveys, analyzing the results,
and promul gati ng OCCSTDS for each rate and rating, via reference
(b), as approved by CNO

b. Reference (c) tasks Naval Education and Training Profes-
si onal Devel opnent and Technol ogy Center (NETPDTC), Navy Advance-
ment Center Departnent (N3), and the "A" school for the surveyed
rating with reviewng the prelimnary TIB before the NOTAP
survey.

c. Reference (c) al so designates NETPDTC s Instructional
Technol ogy Departnent (N7) as the repository for OCCSTDS and
NOTAP data. Reference (c) also requires NETPDTIC (N7) to help
CNET program managers conducting TTAs.

d. Reference (d) requires Navy training course sponsors to
devel op and carry out a cyclic plan of NTRRs for their courses.
The NTRR aligns training requirenents and elim nates deficiencies
by review ng rel ated OCCSTDS and ot her dat a.

e. Reference (e) states that "A" schools wll train to
sel ect ed OCCSTDS.

7. Policy. Chief of Naval Education and Trai ning (CNET) program
managers w Il conduct an OCCSTDS TTA before their rating' s NTRR
CNET program managers wll also ensure that the resulting recom
mendati ons are presented to the NTRR Executive Conmttee (EXCOM
for their consideration.

8. Procedures. NAVEDTRACOM conmands and training activities
wi |l observe the follow ng procedures in the OCCSTDS TTA process.

a. NAVMAC wi |l conduct NOTAP surveys.

(1) NAVMAC wi || schedul e NOTAP surveys so that OCCSTDS
are current and avail able for TTA Wbrkshop revi ew.

(2) NAVMAC wi || send prelimnary TIBs to type commanders
(TYCOWE), system commanders, and affected school houses for
review. Followi ng review, NAVMAC will incorporate their comments
into the final TIB.
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(3) NAVMAC and CNET will then review the final TIB in
coordi nati on w th NAVEDTRACOM commands and training activities
and NETPDTC.

b. OCNET program managers will initiate OCCSTDS TTA schedul -
i ng procedures.

(1) They will liaison with NETPDTC (N711) 4 nonths before
t he schedul ed date of a NTRR

(2) They will also contact NETPDTC (N711) imredi ately
after receiving a request froma warfare/resource sponsor.

c. NETPDTC (N711) will obtain current, approved OCCSTDS from
NAVMVAC at | east 120 days before an NTRR

d. CNET program managers wil|:

(1) Announce the OCCSTD TTA Wor kshop and identify
wor kshop parti ci pants.

(a) TYCOM participants' rank nust be equivalent to
that of the CNET program manager; however, the senior nenber of
t he OCCSTD TTA Workshop will be the CNET program nmanager.

(b) Participants, other than the CNET program
manager, nust be in the rating.

(c) Participants nust be E-7 or above.

(2) Ensure the OCCSTDS TTA Wbr kshop has the foll ow ng
m ni mum r epresent ati on:

(a) Two persons fromthe related "A" school

(b) Two fromthe NETPDTC Navy Advancenment Center (a
Rati ng Advancenent Exam nation witer and TRAMAN witer)

(c) One person each fromthe East and Wst Coast
representing the TYCOVs

(e) NAVMAC may send a representative in an advisor/
observer capacity.

e. The OCCSTDS TTA Workshop will task the "A" school to
conplete a Present Training Level Docunent. Conpletion of this
docunent provides a conparative analysis of the present curricu-
| um
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(1) This conparative anal ysis shows OCCSTDS the school is
currently teaching.

(2) The analysis also shows nmaterial the school is teach-
i ng that does not appear in the OCCSTDS

(3) The conparative analysis al so describes the authority
for teaching (source docunent or reference).

(4) Lastly, the analysis defines areas the school is not
t eachi ng, but shoul d.

f. NETPDTC (N711) will:

(1) Prepare a questionnaire that requires workshop par-
ticipants and fleet personnel to anal yze the OCCSTDS.

(a) Workshop participants and fl eet personnel wll
recommend a training priority.

(b) Workshop participants and fl eet personnel wll
suggest a level of instruction for each OCCSTD

(c) Workshop participants and fl eet personnel wll
recommend a training |ocation for each OCCSTD.

(2) Contact each participant personally.

(a) Provide instructions on the conposition and
intent of the questionnaire.

_ (b) Provide directions for conpleting the question-
naire.

(c) Conplete these tasks 20 days or nore prior to the
TTA.

(3) Produce a conposite report by conmbining the results
of all questionnaire inputs upon their return. Provide the
conposite report to the CNET program nmanager and OCCSTDS TTA
Wor kshop parti ci pants.

(a) The CNET program manager and OCCSTDS TTA Wor kshop
participants will review the report and conpare it against indi-
vidual inputs and the current "A" school curricul um

(b) Their objective is to agree on the contents of
the rating' s database and class "A" school's CITL.

(4) Prepare a report describing workshop results.
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(a) The CNET program manager will present this report
to the NTRR EXCOM

(b) This report will identify the recomrended CTTL
for the "A" school

(c) The report may also identify other training
requirenents.

After approval and/or nodification by the NTRR EXCOM the NETPDTC
anal yst will develop a final OCCSTDS TTA Report.

i. The CNET program manager will:

(1) Forward the final approved report to the responsible
war f ar e/ resour ce sponsor for action.

(2) Ensure NETPDTC (N7) stores the report inits
repository.

(3) Forward any recomrended OCCSTD changes to NAVMAC per
NTRR EXCOM
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9. Responsibilities

a. ONET

(1) CNET will ensure funding is in place to sustain
wor kshops.

(2) The CNET program manager will:
(a) Act as primary interface on OCCSTD and NOTAP
i ssues between NAVMAC and NAVEDTRACOM trai ni ng conmands and
activities.
(b) Chair TTA Workshops.

(c) Forward the approved TTA Report to the warfare/
resource sponsor of the rating concerned for appropriate action.

(d) Ensure preparation and forwardi ng of correspond-
ence to NAVMAC via CNO that recommends interimchanges to any
af fected OCCSTDS arising fromthe TTA process or NITRR revi ew.

(e) Ensure schools participate in the TIB review
process.

(f) Ensure that both a curriculumreview and conpar a-
tive anal ysis are done on the "A" school curriculumand OCCSTDS
in preparation for the OCCSTDS TTA Wor kshop.

(g) Ensure there is active participation in the
OCCSTDS TTA Wor kshop.

(h) Ensure recommendations and revision of curriculum
material identified by the OCCSTDS/ TTA workshop is forwarded to
the NTTR

b. NETPDTC
(1) N3 will:
(a) Review TIBs as received.

(b) Provide participants for OCCSTDS TTA Wr kshops.

(c) Ensure use of the approved OCCSTDS TTA Report as
a baseline for RTMs and PARS.

(2) N711 will:
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(a) Act as repository for OCCSTDS data received from
NAVMAC and for the approved OCCSTDS TTA Report.

(b) Support CNET program nmanagers by preparing draft
messages, contacting workshop participants, and arrangi ng travel,
nmessi ng, and berthing

(c) Performanalyst duties in support of the OCCSTDS
TTA. Develop and forward questionnaires to fleet SMEs, process
data, facilitate workshops, and devel op TTA reports.

(d) Prepare OCCSTDS TTA Wor kshop schedul e.

(e) Solicit fleet responses to questionnaires from
TYCOVE.

(f) Present fleet prioritizations of OCCSTDS tasks to
the TTA Wor kshop parti ci pants.

/'SID. L. BREVER, |11

Vi ce CNET

Di stribution (CNETINST 5218.D):
Lists | and I
Copy to:
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